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SECRETARY TO THE FI RE CHI EF

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses a responsible clerical position, the
primary duty of which is to assist the Fire Chief by performng
clerical duties required for the efficient operation of the fire
departnment. The incunmbent of this class acts as receptionist
for the Chief's office, types and files for the chief, answers
t el ephones for the Fire Chief, and relieves the Chief of many
m nor admnistrative details such as replying to routine
correspondence and conpiling data needed for reports. The
Secretary to the Fire Chief also assists in keeping financial
records for the department. The enpl oyee of this class perforns
routine duties independently and receives instructions for
special projects fromthe Fire Chief who nonitors and eval uates
the work of this class.

EXAMPLES OF WORK
Examples |listed below are illustrative only. They are not

intended to include all duties which may be assigned. neither

are they intended to exclude other duties which may be | ogi cal

assignnents to this class.

Answers any tel ephone calls comng in on assigned |ines and
handl es routine matters or transfers caller foll owi ng depart nment
procedures. Places telephone calls for the Fire Chief. Keeps
records of the schedule and notifies the Fire Chief of
appoi nt nents, neetings, or other schedul ed events. Schedul es
appointnments for the Fire Chief as directed. Acts as

receptionist for any visitors to the Chief's office, screens
visitors to determne if their business warrants seeing the
Chief, and directs them to other individuals or offices when
necessary. Answers questions and handl es any routine requests
by visitors to the office. Takes m nutes or notes at neetings.

Types letters, forms, reports, or any other docunents assigned

by t he Fire Chi ef . Processes out goi ng mai | and
i nterdepartnental correspondence. Replies to any routine
correspondence or requests on own initiative follow ng

departnmental procedures or fromoral or witten directions by
the Fire Chief. Conposes business |letters using correct grammar
and punctuati on.

Sets up a filing system and revises the system when necessary.
Fil es correspondence, cards, forns, records, or reports in files
where they are organi zed al phabetically.

Operates a conmputer termnal in order to enter or retrieve
information from files. Operates a copying nmachi ne. Operates
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a calculator or adding nmachine. Devel ops new procedures for
of fice functions when necessary.

Recei ves departnent records and reports and checks them for
conpl et eness, accuracy, and conformty to est abl i shed
procedures, then processes or files themaccording to departnment
procedures. Enters routine information in departnment records
(such as accounting records, personnel records, information
files, or other related files). Fill out forms or records
required or assigned to this position. Conpiles and organizes
data needed for reports.

Compiles information to be used in devel opi ng the departnent al
budget . Makes cal cul ati ons necessary to conpute payroll, and
prepares payroll records. Takes conplaints fromenpl oyees about
other matters related to payroll. Posts itens into journals,
| edgers, or other accounting records and bal ances these at the
end of the nonth. |[|ssues paynents from petty cash. Mkes out
checks for paynment of departnment bills.

Mai ntains the inventory of supplies and equipnment for an
assi gned di vi si on by ordering supplies and equi pnment. Di sburses
suppl i es and equi pnent as required.

QUALI FI CATI ON REQUI REMENTS
Unl ess otherwi se specified, all requirenents |isted bel ow nust

be met by the filing deadline for application to the test.

Must neet all requirenments of the Municipal Fire and Police
Civil Service Law, including being a citizen of the United
St at es.

Must possess a valid driver's license.

Prior to beginning work in this class, nmust obtain and maintain
a valid Louisiana driver's license.

After offer of enploynent, but before beginning work in this
cl ass, nmust pass a medi cal exani nation prepared and adm ni stered
by t he Appointing Authority, designed to denponstrate good health
and physical fitness sufficient to performthe essential duties
of the position, with or w thout accommodati on.

Must have a high school diploma or a valid certificate of
equi val ency issued by a state departnment of education.

Must present a certificate verifying the ability to type thirty
(30) words per mnute.

Must have at | east five (5) years clerical experience, including
t he operation of a conputer.
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